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Steps for an Affirmative Action Program 
Step One 
Commitment: The company begins by establishing a policy and commitment to equal employment opportunity. 
Responsibility: A senior company executive assumes responsibility for the program. 
Resources: Under the leadership of the responsible official, an Affirmative Action committee is formed to review 
the company’s labour force and employment practices. The committee is composed of company, union, employee, 


and sometimes community representatives. 


Step Two 


Internal Labour Force: Data about the company’s labour force are collected according to department and job 
classification. 


External Labour Force: Data are collected about the availability of women and minorities in the relevant labour 
force. 


Analysis of Employment Profile: Based on the collected data, the company’s employment profile is analyzed for 
indications of over-concentration and under-utilization of women and minorities in specific jobs. 


cS ae Employment and Emploi et 
ImmigrationCanada Immigration Canada 


Digitized by the Internet Archive 
in 2023 with funding trom 
University of Toronto 


https://archive.org/details/31/761116380940 


Employment Systems: All employment practices are reviewed to identify those which cause discrimination. 
Step Three 
Goals and Timetables: Goals and timetables for remedying the employment discrimination are established. 


Alternative Practices: Alternative employment practices are developed to replace those which result in 
discrimination. 


Special Measures: To offset past discrimination, special measures, such as training programs, are developed. 


Evaluation: A monitoring and feedback system is developed to measure the plan’s progress. 


Step Four 


Human Rights Commission: The Affirmative Action plan is referred to the appropriate Human Rights 
Commission for review. 


Step Five 


The plan is implemented, its outcome carefully monitored and assessments on progress are made. 
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Systemic Discrimination 


Employment discrimination used to be viewed as a series of isolated, overt acts which were an expression of an 
individual’s or an organization’s ill-will and prejudice. 


Now, however, employment discrimination is also viewed as the product of employment practices and systems. 
This ‘‘systemic’’ discrimination exists even when there is no intent to discriminate. 


Experts note that some employment practices, although equal in intent and application, actually discriminate 
against women and minorities. 


For example, employers sometimes set unnecessarily high educational requirements for certain jobs. This elimi- 
nates many competent people, including natives, who are often highly skilled in the trades but are unable to com- 
pete for jobs they could perform well because they lack an academic background. Employers also sometimes use 
pre-employment tests as screening devices for potential employees. Yet, these tests are not always related to job 
performance. In some cases, people who do well on the tests are unable to perform on the job. 


Affirmative Action programs eliminate systemic discrimination and thus ensure that employers have a more 
appropriate basis for the best utilization of human resources. 
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Affirmative Action and the CEIC 


In promoting Affirmative Action, the Canada Employment and Immigration Commission (CEIC) has the 
mandate to implement the Affirmative Action Strategy and the Federal Contracts Program. 


The Affirmative Action Strategy 

The Affirmative Action Strategy will provide services to all companies, thus assisting them to improve the 
employment situation of women, natives and the disabled. Another group may be designated in certain areas of 
the country to provide for their particular socio-economic needs. In Nova Scotia, Blacks are also a target toup. 


CEIC consultants are available across Canada to help organize Affirmative Action programs. They will offer 
technical advice and expertise on how to set up a program for women, natives and the disabled. The consultants 
have been trained to look at the individual nature of companies and adapt the Affirmative Action method to 
specific needs. There is no charge for these services. 


The first stage in setting up a program is the collection of data about the company and the labour market from 
which the company can hire. Barriers to the full employment of women and minorities are identified and alter- 
native employment practices introduced. 


Positive steps are planned to remedy past discrimination and increase the hiring, promotion and training of those 
who have the potential. Goals and timetables are developed. Results are monitored and evaluated and the 
program is modified accordingly. 


Affirmative Action consultants will advise employers about all the other services and training programs available 
through CEIC which might be useful in developing an Affirmative Action program. Consultants can also plan 
workshops for employers who want to learn about the principles of Affirmative Action before committing them- 
selves to a program. 
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The Federal Contracts Program 


The Federal Contracts Program encourages Crown corporations and businesses benefitting from contracts with 
federal departments to adopt Affirmative Action. Under this program, the target group is limited to women. 


The federal government will inform contractors that CEIC services are available to help them develop an Affirma- 
tive Action program and that other Commission programs and services are available as further resources. 


The Federal Contracts Program uses the same Affirmative Action principles and practices developed for other 
organizations. The main difference is the emphasis CEIC is placing on ensuring that Crown corporations and 
businesses benefitting from federal government contracts adopt Affirmative Action plans. 


E aby Employment and Emploi et 
ImmigrationCanada Immigration Canada 


Li 


oh ’ eo 
¢ A) 7 _ 
Lr te Hoes ew ai Tes, 
' i ‘eh i wh 7 ie” 
‘ 7 ae he 
AT a) 
e vf jel 
i 
, : 26 


C™R\ 
Mr 


-198/ A20 


affirmative action action positive 


Advantages of Affirmative Action 


The advantages of adopting an Affirmative Action plan include: 


1. Greater Productivity 

When employees know their employer has established an equal opportunity program and there is a chance for 
them to move ahead in the company, they tend to work harder. Absenteeism and job turnover have dropped in 
companies that have adopted an Affirmative Action plan. 


2. Improved Employee Morale 

When employees know that their employer uses fair employment practices in hiring and promoting, their morale 
increases significantly. There is greater motivation to improve performance and prepare for promotion, as well as 
increased confidence in personnel functions. 


3. Enhanced Employer Image as a ‘‘Good Corporate Citizen”’ 

A good public image benefits any company. A company regarded as a “‘good corporate citizen’’ can expect that 
the public will be favourably disposed towards its products and services. A company with a good public image 
can also expect to attract as employees the increasing number of high-powered and highly skilled women and 
members of minority groups. 


4. Effective Human Resource Planning and Better Use of Women and Minorities in the Work Force 

Through Affirmative Action, employers can better match skills and abilities to jobs, thus reducing the possibility 
of letting unused talents go to waste. Affirmative Action also removes employment barriers for women and mino- 
rities and provides the employer with a larger pool of people from which to hire and promote. 


These advantages have been outlined in a 1979 study undertaken by the Conference Board, an independent non- 
profit business research organization. The study shows that companies involved with Affirmative Action programs 
see the major benefit as a more appropriate use of human resources. This includes better use of talents available 
within the organization, which produces economies due to promotion from within rather than outside the organi- 
zation, and access to an untapped source of competent employees for many jobs. The study also reveals that, as a 
result of an Affirmative Action program, more open and objective personnel practices exist for all, with greater 
emphasis placed on career planning and counselling. 
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What is Affirmative Action? 


Affirmative Action is a result-oriented program to increase the representation of minorities and women at all 
levels of the workplace. 


Affirmative Action corrects employment systems which discriminate against minority groups and women. 


Many employers unknowingly use employment practices that exclude qualified candidates from competing for 
positions in their organizations. As a result, employers do not always find the best person for the job and certain 
groups of people do not have the opportunity to fully realize their potential skills and abilities. 


By implementing Affirmative Action programs, employers and unions or employee representatives eliminate those 
practices which fail to provide equal opportunity for everyone in the workplace. Neutral employment practices are 
adopted which allow the best person to get the job. Affirmative Action also includes special measures for women 
and minorities to ensure they can overcome the effects of past discrimination. 


Like all other business objectives, goals and timetables are established by management and unions to enable 
results of the programs to be measured. Affirmative Action sets yearly targets for the hiring, training, and the 
promoting of qualified or potentially qualified target group members. 


Affirmative Action is not discrimination in reverse. Affirmative Action is a special effort to bring into all areas of 
the work force those who previously have been excluded. Affirmative Action is designed to correct under- 
utilization — it is not designed to benefit women and minorities to the exclusion of other groups. 
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Alternative Employment Practices 


Under Affirmative Action programs, employers use alternative employment practices to replace those which have 
resulted in discrimination against women and minorities. For example, objective, job-related tests for employment 
selection and training are developed. As well, all job openings are publicized instead of relying on the 
‘‘grapevine’’, thus ensuring that all qualified people are aware of available positions. 
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Special Measures 


Special measures are needed to overcome the effects of past discrimination. Such measures are selected activities 
designed to overcome specific employment problems or barriers faced by women and minorities. They may 
include work site or environmental modifications, job redesign or selective training programs for women and 
minority group members. They may also include, periodically, setting aside a certain percentage of available 
positions for designated groups. Special measures are basic to Affirmative Action. 
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Affirmative Action Plan Development 


Commitment to equal 
employment opportunity is 
made by company 


Affirmative Action Review 
Committee established and 
timetable developed. 
Resources committed 


Responsibility assigned to 
senior executive 


_——— 


Internal labour force 
data collected 


Over-concentration 
and under-utilization 
analysis carried out 


External labour force 
data collected 


Employment systems 
are reviewed for 
discrimination impact 


Alternative non- 
discriminatory systems 
are developed 


Remedial measures are 
developed 


Goals and timetables 
are established 


Monitoring and feedback 


system is developed 


Human Rights 
Commission approval is 
sought 


Implementation Outcomes are monitored 


begins and adjustments made 
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~\& 24 A2X0 Affirmative Action — Questions and Answers 


What is ‘‘Affirmative Action’’? 
Affirmative Action is a result-oriented program designed to increase the representation of minorities and women 
at all levels of the work force. 


Will Affirmative Action result in reverse discrimination? 

No. Discrimination based on prohibited grounds is illegal. A majority representative has the right to file a 
complaint if he or she believes an opportunity has been denied because of discrimination. Unfortunately, as long 
as there are more applicants than there are jobs to be filled, those not selected tend to feel they have been 
‘“*discriminated against’’. Any form of discrimination is an abuse of Affirmative Action and conflicts with the 
intent of the program. However, there are instances of individuals trying to undermine an Affirmative Action 
program by falsely telling unsuccessful candidates they were not chosen because ‘‘they needed a minority 
representative’’. 


Is Affirmative Action a form of preferential treatment? 

All selection is a form of preferential treatment. In every employment decision a preference is exercised when 
more than one candidate is being considered. It is acceptable to undertake special efforts to bring into the work 
force those who have been previously excluded on a class basis. Affirmative Action is designed to correct under- 
utilization — it is not designed to prefer minorities and women to the exclusion of other groups. 


Does Affirmative Action mean lowering standards? 

No. Affirmative Action does mean changing standards when it is found, for example, that minimum qualifica- 
tions which screen out a disproportionate number of minorities are unduly stringent, are not job-related, and do 
not predict job performance. It also means developing selection devices which measure the skills required for the 
job instead of using artificial measurements which serve only to reduce the number of applicants and frequently 
screen out valuable talent. Such changes result in an improved personnel system. 
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Are employers expected to hire the ‘‘less qualified’’ over the ‘‘more qualified’’ to meet Affirmative Action goals? 
Employers are not expected to establish any hiring practices that conflict with the principles of sound personnel 
management. No one should be hired unless there is a basis for believing the individual will perform successfully. 
However, looking at any work force, it is obvious that the state of the art is not yet developed to the point where 
it is possible to predict who, among candidates, is certain to give the best performance once hired. The ‘‘best’’ or 
‘‘most qualified’’ applicant is not necessarily the one with the most advanced degree or the most prior experience. 
The ‘‘best’’ or ‘‘most qualified’’ applicant may be the one who is highly motivated and has the ability to learn, 
and who meets the need to bring diversity into the system. The assumption that hiring minorities means sacrificing 
quality is unfounded. 


Is there really any difference between ‘goals’ and ‘quotas’? 

Yes. There is a tendency among those who feel personally threatened by Affirmative Action to insist on 
introducing the emotion-packed word ‘quota’ where it does not belong. Quotas are rigid and exclusive — they 
infer ‘this is what you must achieve, no matter what.’ Goals are flexible and inclusive — they infer ‘this is what 
we think you can achieve if you try your best’. Goals are simply program objectives translated into numbers. 
They provide a target towards which to strive, and a useful vehicle for measuring progress. 
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Legislation on Affirmative Action 

Adoption of an Affirmative Action program is voluntary. The potential for higher productivity, more effective 
human resource planning and better use of women and minorities in the work force will convince most employers 
to develop a program. However, the Canadian Human Rights Commission, established under the Canadian 
Human Rights Act, has the power to order an Affirmative Action program for an organization that has a proven 
record of discriminatory employment practices. 


Legislation against Discrimination 

The Canadian Human Rights Act and provincial statutes provide legislative guarantees against discrimination in 
employment. They establish grounds on which discrimination is not permitted and set out employment practices 
and policies which must be followed. 


Systemic Discrimination 

The Canadian Human Rights Commission has studied the effects of employment discrimination on certain groups 

of people. Its 1978 annual report states: 
‘*‘We cannot therefore define discrimination in terms of behaviour motivated by evil intentions; the 
definition has to include the impact of whole systems on the lives of individuals — what is called structural 
or systemic discrimination. As well as offering redress in isolated cases of discrimination against specific 
individuals, therefore, the Commission must study employment systems and social programs from the point 
of view of their effect on certain groups.’’ 


Special Measures 
The Canadian Human Rights Act states that it is permissible to adopt special programs or take special measures 
to combat employment discrimination suffered by those groups protected by the Act. 


Section 15(1): 

‘*It is not a discriminatory practice for a person to adopt or carry out a special program, plan or arrangement 
designed to prevent disadvantages that are likely to be suffered by, or to eliminate or reduce disadvantages that 
are suffered by, any group or individuals when those disadvantages would be or are based on or related to the 
race, national or ethnic origin, colour, religion, age, sex, marital status or physical handicap of members of that 
group, by improving opportunities respecting goods, services, facilities, accommodation or employment in relation 
to that group.”’ 


Most provincial legislation allows for the adoption of special measures to help eradicate discrimination, 
particularly in the employment area. 


When necessary, steps may be taken to obtain for Affirmative Action programs the approval of the appropriate 
federal or provincial Human Rights Commission. 
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affirmative action 


Ox 


1984 AZO Unions and Affirmative Action 


action positive 


Unions have traditionally used the collective bargaining process as the main instrument for improving the status 
of workers in the workplace. 


Unions have the responsibility for representing all their members, including women and minorities. 
They can do this by including an Affirmative Action clause in their contract demands. They can also ensure 
significant employee representation on an Affirmative Action Committee if the employer takes the initiative in 


setting up a program. 


Many unions have already indicated an interest in Affirmative Action and have stated that it is an area where 
Affirmative Action will be made more effective by including it in negotiating demands. 


The Canadian Union of Public Employees (CUPE) has designed an excellent manual on setting up an Affirmative 
Action program. 


The Ontario Federation of Labour is participating in a provincial committee promoting Affirmative Action. 


The Nova Scotia Federation of Labour has, in co-operation with the Nova Scotia Human Rights Commission, 
conducted seminars on Affirmative Action. 


Unions, too, can consider organizing an Affirmative Action program within their own organizations. In many 
cases, women and minorities are under-represented as union Officers. 
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Material Available from: Affirmative Action Division, 


Canada Employment and Immigration Commission, 
“22 Nepean street, 

PPeher tor. 

Ottawa, Ontario. 

K1A OJ5 


Pamphlets. Guidelines tor Employers (E.G F) 
Concep tyr apersm-(E)) 
Questions and Answers Page (E) 


Videotapespresentation = 55 min. — colour 
Peter Robertson - On What Affirmative Action means (E) 


Slide Show: 


Affirmative Action 

ALi irmatinve: ACtLOMca. 1S i1tearMaci ce rormu lac 
Affirmative Action for Employers 
Affirmative Action for Unions 


Affirmative Action - Implications for Manpower Operations - 
Policy and Program Council - Explanatory Section - Section 1977 (E & F) 


if, A} Other Sources ain: Canada 
i) National 
1) Canadian Union of Public Employees (C.U.P.E.) 
(see Affirmative Action Manual) 


2) Canadian Human Rights Commission 
Katherin Burr 
Affirmative Action Coordinator 
257 Slater Street 
4th Floor 
Ottawa, Ontario. 
K1A 1El1 


3) Federal Coordinator of the Status of Women 
GOSyoparks Street 
3rd Floor 
Ottawa, Ontario. 


4) Mary Eady 
Assistant Director 
Women's Bureau 
Canadian Labour Congress 
2841 Riverside Dr. 
Ottawa, Ontario. 
K1V 8X7 
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II. B) Other Sources in Canada 
Pipe covinciaL 

1) Women's Bureau 
Ministry of Labour 
400 University Ave. 
Toronto, Ontario 
M7A 1T7 

(see Affirmative Action Consulting Service material) 

(see also Research Branch, Bibliography Series, on Human Rights 

documents ) 


2) provincial public service commissions 


3) Provincial Human Rights Commissions 


Affirmative Action program 


Sources in the United States 


(see selected biblicsraphy) 


1) 


2) 


3) 


4) 


The U.S. Equal Employment Opportunity Commission 
Education Programs Division 

Office of Voluntary Programs 

Washington, D.C. 20506 


ERIC system - ERIC Domentation Reproduction Service 
Washing cone DIG. 70202 

Descriptors 

* Affirmative Action 

= Civil Rights 

- Employment Practices 

- Equal Opportunities (Jobs) 

- Government Role 

- Historical Reviews 

- Institutional Role and Professional Education 


Uses Sept. 201 sbapour 
Women's Bureau 

200 Constitution Ave. 
Re 5.5.0 bo 

Washington, D.C. 20210 


Office of Federal, Contract Compliance 
Department of Labour 

200 Constitution Avenue 
Washington, D.C. 20210 
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Selected Bibliography 


1) Affirmative Action and Equal Employment: A Guidebook for employers 
vol. 1 & 2. U.S. Equal Employment Opportunity Commission, Washington, 


DC. 20506, USA (Jan. 1974) 


2) Affirmative Action in Employment and Higher Education: A consultation 


Sponsored by the United States Commission on Civil Rights Washington, 
PGs (Sep tag 10s 1975) 


3) Bennet, James E. and Pierre M. Loewe. Women in Business: A Shocking 


Waste of Human Resources Maclean Hunter Ltd: TOROntO. 29.25: 


4) Berwitz, Clement J. The Job Analysis Approach to Affirmative Action 


John Wiley and Sons: New York or Toronto, 1975. (covers an Affirmative 
Action plan for a small American University (non faculty staff)). 


5) Employment Discrimination Law Schlie and Grossman. Bureau of 


International Affairs, Washington USA. 
6) Employment Practices. Vol. 1, 2, 3., Commerce Clearing House Inc. USA. 


7) Models for Affirmative Action NCSL's National Program Center Guidebook 
for Public Employers. National Civil Service League, National Program 
Center for Public Personnel Management. 1925 K Street, N.W., Washington, 
DE=Z 0006" -USA( 1975) 
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AERLEMATIVE ACTION SEALE 


NAME AND ADDRESS 


TRAV HORNECASTLE 
565 Prospect Street 
P.O.) Box 2600 
Fredericton, N.B. 
E3B 5V6 


MIKE KEYES 

5161 George Street 
Pe©.3 Box 2463 
Halifax; N.S. 

B3J 2E4 


JIM BAXTER 

199 Grafton Street 
P2077 bOx0000 
Charlottetown, P.E.I. 
C1A 8K1 


GERTRUDE CAREW 
210 Water Street 
P.O. Box 1448 

Se eUOnMS pA NL. 


REJEAN TARDIF 

1441, rue St-Urbain 
9éme étage 
Montréal, Québec 
H2X 2M8 


AGNES McLORINAN 
4900 Yonge Street 
Suite 700 
Willowdale, Ontario 
M2N 6A8 
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TELEPHONE NO. 


452-3700 


426-4899 


892-0211 


737-4663 


283-7113 


224-4788 


“Cation, 


ne 


ICH, 


PROVINCE 


MANITOBA . 


ALBERTA 


SASKATCHEWAN 


BRITISH COLUMBIA 
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NAME AND ADDRESS 


GERRY SOPKO 

167 Lombard Avenue 
Winnipeg, Manitoba 
R3B OT6 


DOROTHY (DOT) DURNIN 
9925 - 109th Street 
Edmonton, Alberta 
TSK 2J8 


KEN TAYLOR 

2101 Scarth Street 
Regina, Saskatchewan 
S4P 2H9 


BERNARD McKENZIE 
ALICE RUNNALLS 


1055 West Georgia Street 


P.O. Box ila 
Vancouver, B.C. 
V6E 2P8 
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TELEPHONE NO. 


949-3204 


425-3204 


569-6234 


666-8292 
666-1177 
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PROVINCE 


MANITOBA 


ALBERTA 


SASKATCHEWAN 


BRITISH COLUMBIA 


NATIONAL HEAD- 
QUARTERS 


NAME AND ADDRLSS 


GERRY SOPKO 

167 Lombard Avenue 
Winnipeg, Manitoba 
R3B OT6 


DOROTHY (DOT) DURNIN 
9925 - 109th Street 
Edmonton, Alberta 
TSK 2J8 


KEN TAYLOR 

2101 Scarth Street 
Regina, Saskatchewan 
S4P 2H9 


BERNARD McKENZIE 
ALICE RUNNALLS 


1055 West Georgia Street 


P.O. box 45 
Vancouver, B.C. 
V6E 2P8 


ELIZABETH McALLISTER, Chief 


DANIELLE BUISSON 
MAUREEN GOODSPEED 
RHYS PHILLIPS 

GAY STINSON 
FRANCINE CLEMENT 


Canada Employment & Immigration 
Commission, Affirmative Action 


Division; 


Place du Portage, Phase IV 


Sholay anlKo-ele 
Ottawa, Ontario 
K1A 0J9 
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TELEPHONE NO. 


949-3204 


425-3204 


569-6234 


666-8292 
666-1177 


994-6588 
994-6510 
994-6510 
994-6613 
994-6613 
994-6588 
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